DEPARTMENT OF THE ARMY
HEADQUARTERS 18™ MEDICAL COMMAND
UNIT #15281

APO AP 96205-0054
REPLY TO
ATTENTION OF:

OFFICE SYMBOL Date
MEMORANDUM THRU (Section Chief), 18™ MEDCOM, Unit 15281, APO AP 96205-
5281

MEMORANDUM THRU (Department Head), 18™ MEDCOM, Unit 15281, APO AP
96205-5281

FOR Deputy Chief of Staff, Resource Management, 18™ MEDCOM, Unit 15281, APO
AP 96205-5281

SUBJECT: Employment Extension (Over age 60) for (Employee Name)

1. Request that an extension, not to exceed 1 year, be granted for: (Employee Name) —
(Job Title), KGS (Job series & Grade). Mr/Ms.(Name) has consistently performed in an
outstanding manner. Continued to explain why you think this person deserves to be

extended for additional years of employment.

(Don’t forget to attach the SF 52-B to the letter.

2. Point of contact for this memorandum is the undersigned at 736-0000.

Recommending Supervisor
Rank,
Position, Office/section

SAMPLE

Each office symbol you put on your request with a THRU should have an
endorsement as shown on the next page.



(Office Symbol)

SUBJECT: Employment Extension (Over age 60) for (Employee Name)

1° Ind, (Section Chief Office Symbol)

TO: (Department Head Office Symbol)

| concur/nonconcur with this request

2nd Ind, (Department Head)
TO: DCSRM

| concur/nonconcur with this request

3rd Ind, DCSRM

Approval/Disapproval

Encl:
SF 52-B

Name
Rank
Title, Section

Name
Rank
Office Symbol

NATHANIEL TODD

LTC, MS

Deputy Chief of Staff
Resource Management

SAMPLE



DEPARTMENT OF THE ARMY
HEADQUARTERS. EIGHTEENTH MEDICAL COMMAND
UNIT #15281
APC AP 96205-5281
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